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1* The overall responsibilities of Records Management officers 
have been established by the Agency and are as indicated in Attach- 
ment n A fl . 


2* The following steps in a Records Management Progress for 
the logistics Office are outlined as the basic functions to be 
undertaker. Immediately, with a view to accomplishing the overall 
objectives* 


** ZIM Material Program 


Establish a definite schedule of Vital Material 
doeaaents through the medium of a logistics Office Notice 
requesting each division and Staff Chief to designate in 
advance certain material which will automatically become 
a matter of vital record. By establishing such a schedule, 
it will be possible to have a Vital Material copy of 
aseeesary documents prepared at the time of origin, and 
thus e l i m i nat e a great deal of microfilming, which is 
costly and is considered to be less readily available for 
reference in ease of real emergency, in addition to an 
«rt*hUjh«i u.t of ntrt it win t» wwl 

to constantly screen office records for particular documents 
important to the Vital Material Program. 


b. Records Surveys 

Make physical surveys of all logistics Office records. 
Su^ awrveys to covers location, type of records and general 
description, method of filing, dates, type of filing equip- 
ment used, space occupied, and other pertinent data. These 
surveys will of necessity be time consuming, particularly 
(ha original survey, but will constitute the basis of other 
Phases of Records Management. 


°* JBjffi gfi Schedules 


_ . Th * JftfffcLcs Office accepted an established Disposal 
Schedule, authorized by the National Archives and approved 
the latter part of 1 $52. This schedule must be 
constantly reviewed and requests submitted to the Archives 
to include ary additions to, or changes in our basic record 
classifications. 
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Z 012 ?^. * records survey, set up an adequate foXIcw-up 

Ce clS” 6 in coafomwnce situ the authorized 

reifies a retirement date. 

KSS Sto? 1 * 0 h* * a4nt * lnfid of 1111 a^teriaX sent to the 
«• Correspond ence Procedure 

'iffSSGr&SZ 

«qy existing Agency Correspondence Manual as expedient 
to the needs of this Office. expedient 

f* Controd »Vocadimpe 

la February l5>53 ^ following surveys of the mail logging 
Jd w tttogJn the Logistics office by Organisation and 
(™r s ST 4 !! md Rec0rds 2®«»8«ent and Distribution 
SS BJ fr **** P If aent a * il contr °l procedure v as established 
^ * p f® a * llt aysten <PP®»s adequate from an overall 

2ST?x! t0 review this system, particularly 

^ivisioos, in order to recommend any changes in- 
eilaed to eUadnat© duplicaUon of effort or unneces sary 
processing of docssaaats. 

Procedure 

* J S r C L reC0KimeXttied ******** filing procedure was 
MMptel led in the logistics office shortly after 1 January 19S'3 

te!5a?2*L , 2iS2. 

w vo mere i t a bettor understanding of the methods 
sad PWgp oae of establishing an «omSSoFila Copy" ofeLh 
mmmrn, and to adee any necessary minor revisions of the 
system to better serve the needs of our particular 

IV 19 2° lnltillte * system of cross, 

referencing filing with the Form 35-1, Mail and Routine Slio 
end thought should be given to establishing a Central if 

^th Hail Room, when the space pro- 
bias win permit the a ss ignme n t of a central location. 

h * MjfelNtjqa of Agency and Logistics Office Isauarre^ 

~ J . M R9v * mr *^a of all c awp o nent B of the Logistics 
Om®t for Agency Regulations and Notices, and Logistics 
Office Settees and Procedures, and furnish the Regulation 
Cartel JHntff and the Lo/teaU Room with current lists to 
facilitate the expeditious handling of such material. 
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1* 

The p r esen t system of handling TS material was recently 
<»wrfc f|' , psw< and appears adequate at the present time. It is# 
]mwW| proposed to assist the Top Secret Control Officer 
la reviewing all TS documents in this Office, with a view 
to reclassifying or disposing of obsolete documents# 



Insure that adequate logging and filing Is maintained 
for »ti ca bl e s received in the Logistics Office, and that 
S8P r aptro roti sutmAtted to the Cable Secretariat are 
‘;|p'-to-date and sufficient to meet the operating needs of 
this Office. 

f h f a B> phases of the Agency Records Management Program 
appear to be in the planning stage, and until such time as 
the Agency decen tralizes the control of forms, it is pro** 
pi f g arf to accumul ate copies of all Logistics' office forms 
aad s a a g ileg of various reports with a view to future analyzae* 
Men and control. 

3, Attachment »B» is a proposed Logistics Office TSotice 
ewt w hitl n g an active Records Management ftrogrsn and designate, ng 
a Record* Management Officer. 


25X1 A 


APPROVES* 
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